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Getting Started

With ePlans Stafford Countyas the ability to intake BuildingeBmit applications electronically.
Applicantscansubmitan applicatiorand plans online. This guide will help applicants through the
process. The following steps are required to have plans submitted electronically.

Please complete the following to get started:

1. Go tohttps://staffordcountyva.gov/

2. ClickGovernment then select thePublic Workdink for general information and submittal
requirements.

3. From theBusinessnenu select thddynamic Portalink to submit your application online.
4. Once completedan applicationnumber willbe issued tdrack the progress of the project.
5. You will receive an email directing youag lon to ePlans and upload your construction documents

6. Once your plans have been uploaded a project coordinatll verify your application is complete and
calculate your filing fees.

7.You will receive an email directing you to pay the filing fees. The filing fees can be paid online, in
person, or by mail. Theplan review process will not begimtil the filing feeshave beerpaid.

CONSTRUCTIMDOCUMENTS

Depending on thapplicationtype, supporting documents are required before a review will be
performed. Pleaseisit our website t@eview the requiements specific to your application typ€he
submission will be rejected if the required documents have not been submitted electronically.

System Use Requirements

Before using thePlanssystem for the first time please verify the following items are disabled and/or
installed on your system. The following pages will provide you information on how to configure these

1 Popup Blocker Disabled (if applicable)
1 ePlansgComponents Installed
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https://staffordcountyva.gov/
http://co.stafford.va.us/27/Government
http://co.stafford.va.us/901/Building
http://co.stafford.va.us/35/Business

RECOIMENDED WEB BROWSERS

Chrome

Internet Explore® S NR A 2 Y
Safari

Firefox

Opera

=A =4 =4 =8 =4

INSTALL SILVERLIGHT

Mn FyR YySgSNI aSS GSOKYyAO!

(Batch andDragn-DropUpload Capabilities)

ePlansprovides a default upload component with no additional installation requilieid. limited to five
(5) file uploads selecting a single file for each rofin example of this default component is seen below
and accessed when thdpload Filedutton is séected from a folder.

Upload files:(Drag-n-drop available for Silverlight only)

[ ResetFields | [ Upload

application framework. Install Silverlight Now

Upload URL:

URL Display Name:

URL:

Upload URL

Figurel: Default Upload Component

Batch upload capability, along with the
G5 Nd5NP LE  FSI (dzNS
available with the installation of the
Silverlight Control. Thi®llowing
instructions will walk the user through
installation and list the system
requirements.

1.Clickthelink Ly adl £ € { Af
to download and install. Download also
available able at:
https://www.microsoft.com/getsilverligh
t/Get-Started/Install/Default.aspx

Metadata (Appliedto all uploaded files)

[T Inherit metadata for versioned files * Required field

File Type: *

Browse...
(Browse... ]

-

To use the enhanced upload tool, including drag and drop, please download the Silverlight

Upload files:(Drag-n-drop available for Silverlight only)

( Browse... |
( Browse... |
[ Browse... |

[ ResetFields | [ Upload |
To use the enhanced yplese oD A eplease download the Silverlight
application framewo M

Upload URL:

URL Display Name:

URL:

Upload URL

Figure 2: Install Silverlight Now Link
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https://www.microsoft.com/getsilverlight/Get-Started/Install/Default.aspx
https://www.microsoft.com/getsilverlight/Get-Started/Install/Default.aspx

For Mozilla Firefox users:
I Save Silverlight.exe control to your hard disk.
1 Once the download is finished, click Open.
I The installation starts.

2.If prompted, the user may click ®avethe Silverlight.exe to their desktop, or cliBkinto install the
component without saving and download to their system.

3. ClicKInstall now' after reviewing the license agreement and privacy statement.

You can now use Silverlight.

Submission Standards

COVER SHEET

1 Project cover sheet must be included with submission. Nibteke the coversheet the first
document displayed by naming it 0000_Index
An index of all drawings must be included.
Index sheet must include designations.
o Example A0002_Second Level Floor Plan

=a =4

DRAWING SIZE STANDARDS

1 Drawing minimum size should be 18" x 24" to facilitate more efficient review of the plans.
1 All plans must be drawn to scale and properly set with the appropriate graphic scale
included on every drawing sheet.
o When more than one scale is used on a sheet, an independent graphic scale must
accompany the applicable detail.

BORDER STANDARD

T ! pépé FNBI &K?2 dz TRP RIGHIMIEoEhN IS fageof drawings $or
Stafford Countyapproval stamp. Please leave the top right corner completely blank on the
first page of the drawings. Thifd YLJ g A f £ Ay Ofhatne. For th&rBmaNBgdA S 6 S NI
pages a much smaller space is required. 3 X 3. This is applicable to all sheet sizes.

V Dr“"

Figure 3: Approval Stamp Area
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FILE TYPE STANDARDS

Each page of the drawings must be submitted as a single file.

Multiple page files submitted for drawings will be rejected.

Stafford Countyill only accept multiple page files for supporting documents.
Files must be monochrome with white background (prieéidy).

=A =4 -8 =4

NAMING DOCUMENTS

1. The first character mustat with the Discipline Headefollowed by theSheet Numbeand a
Brief Detailed Descriptiorof the information depicted on the individual sheets, such as the drawing
title depicted on the corresponding plan shegbee chart below)

IMPORTANT!

FAILURE TPROPERLY LABEL YOUR FILES WILL RESULT IN REJECTION OF YOUR PROJECT DURII
THE PRESCREENING PHASE OF THE SUBMITTAL PROCESS AND FURTHER DELAY OF THE REVIE

Drawing Type| Discipline | Sheet Number| Example File Names

Header
General N/A 001 0001-Cover Sheet

0002Code Analysis

Architectural | A 001-999 AO0O0ZLFirst Floor Plan
Structural S 001-999 S003Third Floor Framing Plan
Zoning Z 001-999
Electrical E 001-999 EOO07Seventh Floor Electrical Riser Diagram
Fire Alarm FA 001-999
Fire F 001-999
Protection
Mechanical | M 001-999 MO013-Thirteenth Floor Electrical Riser Diagra
Plumbing P 001-999
Energy EN 001-999 ENDO21-Energy Verification Sheet
Life Safety LS 001-999
Elevator ELV 001-999
Systems SR 001-999 SR)01- Cabinet Layout
Furniture/
Racking
Demolition D 001-999 DO00XDemolition Plans
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2. Discipline Headec First character must represent the discipline area. Exanfpler

Architectural, Sfor Structural etc The table above details all requir@isciplinecharacters. Ensure
that all plans are submitted under the correct discipline with the exception of general construction
documents that normally are placed at the beginning of the plan set. For those docsinsanthe
discipline header of 001 for the Cover Sheet, followed by 002, 003, 004nekthe page

description for the remaining general construction documents.

3. Sheet Number Must be 34 digit numbers with leading zeroes. If subsets are neededepla B,
C after the didigit. Ex: POO1_A. Use the™to separate the letters.

4. Do not use periods in the filename except to denote file type (PDF, DWG etc.)

5. Use alphanumeric symbols onlfpo not usenon-alphabetical and nomumerical charactersuch
as:!! @#$% &*(O){[Mu T B Y T & ¥ ¢ I B K k 9 &

6. File namesust not exceed0 characters in length.

7. Resubmitted Drawings must always besumitted with theEXACBAME FILE NAMIS the
original submission®0O NOT VERSIOME RESUBMITTED PAGES.

8. All plars, plats, must be uploaded to the PlaRtats folder supporting documents should be
uploaded to the Documents folder.

MARKUP NAME AND COLOR STANDARDS

Standard markup names and colors will bedusa each reviewing disciplinr easy identification.
A markup can have one or mothangemarks Changemarks are createa quickly identify a
markup and associated comments.

MARKUP NAME CHANGE MARKUP | MARKUP
TITLE COLOR

Building BUILDING Red
Zoning ZONING Purple
Electrical ELEC Red
Fire Protection FIRE Red
Mechanical MECH Red
Plumbing PLUMB Red
Elevator ELV Red
Grading GRADING Green
Historic HISTORIC Green
VDH HEALTH Blue
Utilities UTIL Blue
Addressing ADD Purple
CBA CBA Green
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ARCHITECT/ ENGINEER STAMPS

Plans that require aArchitect or Engineer seal should be sealed prior to being uploaBadlic

Worksg Af f faz2 | OOSLIG | OSNIATA O \WHesybmittiiglad SN 2y
certification letter,it should contain a digital copy of the signed official seal of the architect, the

project name, the project addresand, state the name of the architect on recorthe letter must

be uploaded into thdlansPlats folde. All letterhead submissions must include license numbers for
verification with theDepartment of Professional and Occupational RegulgfiOR During the
reviewprocess allitenses will be verifiedPlease note that a revised letter would be required for

anyplan amendments or corrections

Uploading Plans 8Documents

INITIAL INVITATION TO UPLOAD PLANS

Once the application is processed, an ePlan Review invitation will be sent to the email address
attached to the application. The invitation email will contain instructions and login information.

ProjectDox Electronic Plan Review New User Invitation

Hello Stafford Customer:

Welcome to Stafford County's Electronic Plan Review process. This invitation has been sent to you in response to your application. An EPR (Electronic Plan Review) has been created to allow you to upload your drawings and
documents for processing

NOTE: If this is your first time using the ProjectDox application, disable your pop-up blocker. If you are an Internet Explorer user, on the login page, click on the "Install ProjectDox Components” link; this will install the Active X
components on your computer which is necessary for the application to function properly —

To access Electronic Plan Review, follow the instructions below:

Very Important! Please review the [link for EPR APPLICANT USER HELP] in it entirety before starting the process. Failure to follow the appropriate submittal guidelines may result in delay or rejection of your application!
Click the Project Access [link for ProjectDox EPR site]

Enter your Login (email address) and temporary password provided in this email

Set up your permanent login account for secured access to the system

Click on the Project link on the "Active Projects” page

Click on the "Plans-Plats” folder

Click the "Upload Files" button and follow the instructions to upload your plans and/or plats. Please ensure the use of the required file naming conventions (see [EPR APPLICANT USER HELPY).

Click the "Documents” Folder

Click the "Upload Files" button and follow the instructions to upload your drawings. Please ensure the use of the required files naming conventions (see [EPR APPLICANT USER HELP]).

e TL P SRR

TO COMPLETE YOUR SUBMISSION TO STAFFORD COUNTY YOU MUST PERFORM THE BELOW STEPS

10. Once all plans/documents have been uploaded to the appropriate folder(s) click on the "Workflow Portals” button

11. Click the "Applicant Upload" link under the task celumn

12. Click "OK" to accept the task.

13. An electronic form will display. Click on the "Upload Complete - Notify Stafford County” butten to complete the submission of your plans and documents.

Supported file types: DWG, PDF, JPEG, DOC, DOCX, DXF

User Login ‘ fford: ner@gmail.com
Temporary Password: ‘ CBCCAAG

Project/Permit Number: | RC17146793
( Project ePlan Access Link \

If you have any problems or questions, or do not have access to the specified folder, please contact the Project Administrator.

Please do not reply to this email.

Figure 4: New User Invitation
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EXISTING/RETURNING USERS

=

Access thePlanswvebsite

Enter full email address and password. Qlicgin

3. Forgot Password?

a. ClickForgot Password

b. Follow prompts for new password.

c. Answer the personalized security question.
d. The new password will be sent via email.

n

4. If unable to reset the password send an emaiéRlans@staffordcountyva.gov
a. Ask for assistance with trePlansPassword Reset.
b. Supply full email address of the applicant.

UPLOADING PLANS

1. After login, the project list screen

will display current projects. Active Projects List
Outstanding tasks requiring
action are displayed in tha&ctive |Proie<t Options Description
Task LlSUnderACthe PI'OjeCt RN17146795 (i =] paul In -This is my new home.
RC17146798 [ =] DECK

list. ProjeCtS are listed in order b) RC17146793 i =] Build 500 sf deck on the back of my house
the last project you worked on. | .ci7iuc70 02 =
The 15 most recent projés are
displayed first. Clickll Projects
to list all projects then use
directional arrows to find a
project TheTask Liswill only
display current mpjects thathave
a pending task.

51 Paul Hill - Addition of master suite to existin

Figure 5: Active Project List

Creal

2. The easiest way to find@oject o o o
is to use the search box which e e
allows word within text searches
for any displayed fiel. You can
search by addressy@ectname  Figure 6: ePlans Search
and status. Just type a few
distinct chaiacters. The easiest  rni71a6795

way to finda project is to know "<

Expand current | Collspse | Il paul In -This is my new home.
the applicationnumber. D — Projectinfo | Reports

Project Name: RN17146795

Description: ul In -This is my new home.
3. To uploadPlans-Platsand A rem———

Documentsselect the specific Hop ConfigNames: Safiore Courytfan
project. To select groject click
the project ID link. Figure 7: Folders Used for Uploading
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4. The project screen will display project information and the folders used for uploading both
PlansPlatsand Documents.

Folder: RN17145795\Plans-Plats paul In -This is my new home.
5. Click thePlansPlatsfolder to W o [
u p | Oad p | an d raWi n g S. Na files currently exist in Plans-Plats. Project Name: RN17146795
To upload files inta this folder Description: paul In -This is my new home.
(1) Click the Upload butten below Project Image: No image exists
. (2) Follow the instructions in the pop-up window
6. Click theDocumentsfolder to Map Config Name: Stafiord County Map

Large files may take a few minutes to be

upload Other related Supporting f;:(::;:if!:::;‘e efres: ﬁ:tttv?elllat the top of :::::: 1206 PAUL LN FREDERICKSBURG VA 22406
documents. ‘ Gt st
Cell Phone:
7. ClickUpload Files ] Figure 8: Upload Files
8. Select theBrowsefor Files
. (2} https://stafford-va-us.avolvecloud.com/ProjectDox/HtmI5Upload.aspx?FolderiD=1474 - Internet Explarer == &
button to access drawings
Close Window

located on your computer.

Upload Files Upload URL

9. Clickthe Openbutton once you

Selﬁlt a” the flles to be i Browse For Files ( Browse FurFiIes Upload Files
g N—e b
uploaded.

Browse for files or drag files into this area.
0

I':igure 9: Browse for Files and Upload Files

10. ClickUploadFiles The files will
be uploaded teePlandor
publishing. Please verify all documsptblish.

11. ClickCloseto exit the upload process.

Once all files are uploaded, the folder i [viewrolders | [Upioad Fies | ®m O A | ProjectInfo Fonorts |
loaded with thumbnail images of each Curtet Sort: ProjcciHame: | RNLFLA6790
Dx iption: test

file contained in the folder. The file B O SaBdaxs?a — :

= D 2015-08-31-ShearwallCalcs.pdf TR SRS
name, author, date uploade@nd any o 2/15/2017 100325 A, 102 K@ Map Config Name: Stafford County Map
relevant file icons are displayed beside e e Location: e

g > Q=292 :’ﬂ ("] X Contact:

each thumbnail. Contact's Email:
ontact’s Email:
=] DCenturion Stone Installation.pdf

I 2162017 10:03:29 AM, 9.2 MB Phone:
» =
471 £ Sarah Hart Cell Phone:
Qo °
Y GoaaeX Parcel: 36507
I ) :
Project Owner: EPlans Coordinator
=] [ ] example truss package.pdf
L 2/2/2017 2:37:36 PM, 695 KB Owner’s Email: eplans@staffordcoun
sarsh "E“ Project Admins: Tllora Chambers,Hectc
REosaNBeX
- @ Status: Applicant Upload

Figare 10: Uploaded Files
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DOCUMENT UPLOAD ERRORS

If you have any issues with document not publishing please coS8tatfordby sending an email to
eplans@staffordcountyva.gothe document will have to be deleted and then you can try to upload it

again.

IMPORTANT!

Once you have successfully uploaded your drawings and supporting documents youmoust
complete the Applicant Upload TasKhis will notify Stafford that you have submitted your plans.

APPLICANT UPLOAD TASK

Important ¢ Reviews will not begin until the Applicant Upload Task is completed.
Make sure you have completed the uploading of all drawings before completing the@ase the task

is complete he upload button islisabled.

1. To notifyStaffordyou are
ready for the prescreen
reviews to begin. Go to

Review Information Permit

Project Name:

Workflow Portalto complete Project Description:

Coordinator:

your taSk Review Cycle:

Workflow/Activity Name:

2. Select theApplicant Upload Gurrent User Login:
Tasklink.

3. Acceptthe Task

Task Instructions

Appli /Ci Information Fees Information Stafford County Links

RN17146800

500

Sarah Hart

0

Building Workflow/Applicant Upload
Sarah Hart (srhart@staffordcountyva.gov)

After you have successfully uploaded all required plans and documents, please click the (Upload Complete) button.

4. Check the box that you have @“p'“““a”'eq“"e“""w‘”gs@

uploaded all required files and
documents.

Upload Complete - Notify Stafford ) omplete Later
e

Figure 11: Upload Complete

5. ClickUpload Complete;
Notify Stafford button

Congratulations¥ou have now completed the initiapload of your project an&taffordwill be notified

to start theprescreening process.

Electronic Plan Review
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PRESCREENING APPROVAL

When the FPescreen is approved thapplicant receives ubmittal Fees Due Notificatioamail
indicating the projecsubmission was accepted arftetsubmittal fees are dueYour plans will not be
reviewed until the fees are paid.

PRESCREEN CORRECTIONS

The applicant receivesRrescreen Corrections Task Assignmentail if submittal requirements

were not met. At this point, the applicant may review any comments f8iaifordby accessing the
project. The applicant must respond and complete the necessary task for resubmittal. The following
steps explairnow to resulmit the plans.

-

Figure 12: Prescreen Corrections Email
1. Access the project by clicking on tReoject Accesink at the bottom of the email.
2. Select the project.

3. SelectWorkflow Portalsto access the Tagdist.
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